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DEPARTMENT OF GENERAL SERVICES 
Rgcordt Management Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEOOLE 
NO. 

C-677 
PACE 
NO. 1 Or 1 

Anne Arundel County Office of Manpower 
A G E N C Y Ol VI SI ON 

i torn 
No. Description Retention 

GENERAL CORRESPONDENCE: Subject arrangement of 
original incoming letters, copies of outgoing letters, 
memoranda, studies, reports, directives, policies, 
and other material related to the administration of 
the office. 

PROGRAM FILES; In-house and contract vendors of 
training programs. General correspondence, invoices, 
paid bills, purchase orders. 

CLIENT/PARTICIPANT FILES: Individual trainee files 
containing all required Federal/State documentation 
needed to enroll client in training. 

LEAVE AND TIME SHEETS: Office copies of employee 
annual leave and daily time recordings. 

GENERAL ACCOUNTING RECORDS: Office copies of expense 
reports, bills, invoices, purchase orders. 

CONTRACT PROPOSALS (RFP'S): All correspondence 
dealing with annual requests for proposals. General 
correspondence, acknowledgements, grading sheets, 
acceptance or rejection letters, negotiation 
procedings. 

Directives, policies and 
other material related to 
the planning and policy 
that illustrates the 
development of the office, 
retain permantly for event 
ual transfer to the Archives 
All others, for 5 years, oi) 
until all audits are 
complete, in Records 
Center, then destroy. 

Retain 5 years in Records 
Center, or until all audit^ 
are complete, then destroy 



yfflQNS--TYPE OH PRINT A 
j&r* FORM FOR EACH NEW OR 

^fSED RECORD 6ERIES. FORWARD 
1TH RECORDS RETENTION SCHEDULE 
W BBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 

•f -

^ A G E N C Y R E C O R D S I N V E N T O R Y - 1 

yfflQNS--TYPE OH PRINT A 
j&r* FORM FOR EACH NEW OR 

^fSED RECORD 6ERIES. FORWARD 
1TH RECORDS RETENTION SCHEDULE 
W BBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27B 
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. DCFARTMENT/ACENCT 
Anne Arundel County 

2. DIVISION 
Office of Manpower 

a. UNIT 

IF IN IT ION-RECORD SERIES-A °nOU1t 01* "ILATHD RCCORDt NORMALLY riLtD AMD USED A» A UNIT FOR 
REFERENCE AB »EU. AW HKTINTICW AND DISPOSITION PURPOSES 

RECORD SERIES TITLE 
GENERAL CORRESPONDENCE 

EARLIEST YEAR/LATEST YEAR 
1981 TO 1990 

RECORD SERIES DESCRIPTION j " w , , , : r i - v B M C R I B E THE TYPEB o r INFOWIATION/DOCUMENTS/FORMS FOUND 
1 'IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE gurlet 

Subject arrangement of original incoming letters, copies of outgoing letters, 
memoranda, studies, reports, directives policies, and other material related 
to the administration of the office. 

. R E C O R D [ S E R I E S FORMAT( S ) 
X LETTER S1 ZE CI MlCROF1LM 

i 

B L E G A L SIZE O COMPUTER TAPE 

A B O U N D BOOK D FLOPPY DISK 

a. RECORD SERIES SEQUENCE 
^ A L P H A B E T I C A L 

• NUMERICAL 
• CHRONOLOGICAL. 

I 

B. VOLUME 
X K F I L E DRAWER(S) 
a MICROFILM REEL(S) 
D COMPUTER TAPE(S1 

NUMBER ^oTHER( SPECIFY) 
Box 

3 A U D I O TAPE D VIDEO TAPE 

3 OTHER{SPEC!FY) 
• GEOGRAPHICAL 

• OTHER(SPECIFY) 
10. ANNUAL ACCUMULAT1ON 

X K F I L E DRAWER)S) 
3 a MICROFILM REEL(S) 

D QTHFRIRPTrlFYl 

• FILE IS USED 
D DAILY 5K WEEKLY D MONTHLY 

FILE BECOMES INACTIVE AFTER j 
5 • MONTH!Si KXYEAR(S) 

NUMBER 
'. CURRENT LOCATION(S) (JBLDG. ,FLOOR,ROOM) 

Arunriel Center, 44 Calvert St 
Annapolis, MD 21401 Rooms 415 and 2 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YEB, SPECIFY /.BENCY OR OFFICE) j 
D YES }g£ N O 1 

i . ACCESS RESTRICTIONS • YES X K N O 
(IF YKB, CITE LAW(B) ft REGULATION! B) 

1 

16. AUDIT REQUIREMENTS 

O NONE SXSTATE X H FEDERAL 1NDEPENDENT ] 

. IS AN INDEX SYSTEM USED T ( | r YES.EXPLAIN 
• rilBFLY AKD DEBCR 1 BE ANY HARDBARE/SOFTWARE) 

' • ! 
D Y E S ; XX NO i ! 

» 

i 

It. RECOMMENDED RETENTION ; 
2 Years in Office - Room 415 | 
3 Years in Records Center, then destroy 

Directives, policies and other material related 
to the planning and policy that illustrates the 
development of the office, retain permantly for 
eventual transfer to the Archives. 

i . NAME AND T1TLE O F PREPARER 
Frank C. Rauch 
Executive Assistant 

20. TELEPHONE NUMBER 
(301) 222-1319 

21. DATE 

DCS 330-4 (REVISED 2/87) 



1SCJS.-- TYPE OR PRINT A 
Ate FORM FOR EACH NEW OR 

RECORD SERIES. FORWARD 
RECORDS RETENTION SCHEDULE 

|3 B BO • I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207 9« 

R A G E N C Y R E C O R D S " I N V E N T O R Y 

PAGE 2- OF §_ 

DEPARTMENT/AGENCY 
Anne Arundel County 

S. DIVISION 
Office of Manpower a. UNIT 

-FIN IT ION-RECORD SERIES-* O B O U P ° R DELATED RKCORDB NORMALLY FILED AND USED AS A UNIT FOR 
wrewewci: AS HIIU. AS RETENTION AND DigrogiTicm runroncB 

RECORD SERIES TITLE 
PROGRAM FILES 

B. EARLIEST YEAR/LATEST YEAR I 
1981 TO 1990 ! 

RECORD SERIES DESCRIPTION j B W I " r i - V M B C R I K THE TYFEB O F INFORMATION/DOCUMENTB/FORMB FOUND 
I -IN THE SERIES. INCLUDK THE FURFOSE OR FUNCTION OF THK •HFT1EBI 
I 
I 

! In-house and contract vendor records fof training programs. General correspondence, 
{invoices, paid bills, purchase orders. 

. RECORD SERIES FORMAT|S) 

X LETTER SIZE ° MICROFILM 

fLEGAL SIZE ° COMPUTER TAPE 

BOUND BOOK O FLOPPY DISK 

3 A U D I O TAPE D VIDEO TAPE 

1 OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 

^ A L P H A B E T I C A L 

O NUMERICAL 

• CHRONOLOGICAL 

• GEOGRAPHICAL 

yjji OTHER{SPEC I FY J 

By Training program 

T. VOLUME 

20 
NUMBER 

3 © FILE DRAWER(S) 
• MICROFILM REEL(S) 

. O COMPUTER TAPE(S) 
Y*fr OTHERJSPEC I FY J 

Box 
10. ANNUAL ACCUMULATION 

XH FILE DRAWER(S) 
2 ° MICROFILM REEL(S ) 

MJUBKH ° COMPUTER TAPE(S ) 
• OTHFP(SPPPirY) 

FILE IS USED 
• DAILY } & WEEKLY D MONTHLY 

CURRENT LOCATION(Sl ( BLDG. ,FLOOR,ROOM) 
Arundel Center, 44 Calvert bt 
Annapolis, MD 21401 Rooms 415 and 2 

IT. FILE BECOMES INACTIVE AFTER 
5 D MONTH(S J SXYEAR(B) 

U'Jil 1=4; 
14. IS RECORD SERIES DUPLICATED ELSEWHERE F 

(IF YC8, 8FECIFY /.OEKCY OR OFFICE) 
• Y E S XJ3 NO 

1 . ACCESS RESTRICTIONS O Y E S X X N O 
(IF YWB, CITS LAW(B) * REGULATION!S) 

18. AUDIT REQUIREMENTS 

D NONE HXSTATE XB FEDERAL XV> INDEPENDENT 

IS AN.INDEX SYSTEM USED T ( | p Y S D . U ^ L A I N 
BnlKFLY AND DfICRIBE ANY HAnDIAOt/SOFTWARE) 
• I 

D YES ! XX NO 

I 8. RECOMMENDED RETENT ION 
2 Years in Office - Room 415 
3 Years in Records'Center, .tfcen destroy 

NAME AND TITLE OF PREPARER 
Frank C. Rauch 
Executive Assistant 

20. TELEPHONE NUMBER 
(301) 222-1319 

2 I .* DATE 

DOS SSO-4 (REVISED 1/87) 



/ ( 5 f IONS--TYPE on print a 
^ S T T C FORM FOR EACH NEW OR 

V L S E D RECORD SERIES. FORWARD 
ITH RECORDS RETENTION SCHEDULE 

BBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 
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/ ( 5 f IONS--TYPE on print a 
^ S T T C FORM FOR EACH NEW OR 

V L S E D RECORD SERIES. FORWARD 
ITH RECORDS RETENTION SCHEDULE 

BBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 27B 
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. DEPARTMENT/AGENCY 
Anne Arundel County 

2. DIVISION 
Office of Manpower 

S . UNIT 

IFINITION-RECORD SERIES-* °mOXt* 0f R E L A T E D M:eeRDa N O R M A L L Y F I L K D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S B E L L A W R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S • _ 

RECORD SERIES TITLE 
CLIENT/PARTICIPANT FILES 

B. EARLIEST YEAR/LATEST YEAR 
1981 TO 1990 

RECORD SERIES DESCRIPTION j " w n r r , - r B M C R I K TMK TYPEB o r INFORMATION/DOCUMENTS/FORMS POUND 
• -IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES 
I 

j Individual trainee/client/participant files containing all required Federal/State 
j documentation needed to enroll clients in training. 

. RECORD.SERIES FORMAT(S) 

%. LETTER SIZE O MICROFILM 
i fLEGAL SIZE ° COMPUTER TAPE 

BOUND BOOK Q FLOPPY DISK 

3 AUDIO TAPE O VIDEO TAPE 

5 OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

^ A L P H A B E T I C A L 

• NUMERICAL 

• CHRONOLOGICAL 

• GEOGRAPHICAL 

) 6 (OTHER{SPEC IFYJ 
By Training Program 

B. VOLUME 

30 
NUMBER 

HXFILE DRAWER(S) 
O MICROFILM REEL(S] 
D COMPUTER TAPE[S) 
J3X°THER( SPEC I FY ) 
vvaBox 

10. ANNUAL ACCUMULATION 
HXFILE DRAWER(S) 

6 • MICROFILM REEL(S ) 
NliUbKH ° COMPUTER TAPE ( S ) 

• Q T H F R ( S P F F I F Y ) 

FILE IS USED 
D DAILY >IX WEEKLY D MONTHLY 

12, F I L E B E C O M E S INACTIVE A F T E R 

m W w SXYEAR(S) 

CURRENT LOCATION(S), (BLpG. , FLOOR, ROOM ) 
Arundel Center, 44 Calvert St 
Annabolis, MD 21401 Rooms 415 and 2 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YEB, SPECIFY AOENCY OR OFFICE) 
O Y E S X & N O 

1. ACCESS RESTRICTIONS Q Y E S X K N O 
(IF YES, CITE LAW(s) * RBOULATION ( S) 

16. AUDIT REQUIREMENTS 

D NONE fiXSTATE Xfi FEDERAL ^ I N D E P E N D E N T 

IS AN.INDEX SYSTEM USED? ( I P Y E S , K > T L A I H 

B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / B O P T W A R B ) 
! • I 
D YES '< XX NO 
! 1 

IB. RECOMMENDED RETENTION 
2 Years in Office - Room 415 
3 Years in Records Center, then destroy 

1, NAME AND TITLE OF PREPARER 
Frank C. Rauch 
Executive Assistant 

20. TELEPHONE NUMBER 
(301) 222-1319 

2 I . DATE 

DCS 550-4 (REVISED 2/B7) 



IONS--TYPE OR PRINT A 
jfiTK FORM FOR EACH NEW OR 

^flsED RECORD SERIES. FORWARD 
fTH RECORDS RETENTION SCHEDULE 
Wb BBO•!J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 

•r • 

• R A G E N C Y R E C O R D S ' ' I N V E N T O R Y " 1 

IONS--TYPE OR PRINT A 
jfiTK FORM FOR EACH NEW OR 

^flsED RECORD SERIES. FORWARD 
fTH RECORDS RETENTION SCHEDULE 
Wb BBO•!J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
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. DEPARTMENT/AGENCY 
Anne Arundel County 

2. DIVISION 
Office of Manpower 

B . UNIT 

CFINITION-RECORD SERIES-* °nOU* o r "ILATED RKCORDB NORMALLY FI LCD AND UIEO AB A UNIT FOR 
WKFCRKNCK AB WELL AB RETENTION AND DIBFOBITION PUBrOBCB •_ 

RECORD SERIES TITLE 
LEAVE AND TIME SHEETS 

B. EARLIEST YEAR/LATEST YEAR 
1981 TO 1990 

RECORD SERIES DESCRIPTION (•"",ri-v D i B c n i M THK TYFKB or INFORMATION/DOCUMENTS/FORMS FOUND 
' IN THE SERIES. 
I 

INCLUDK THE FURFOBC OR FUNCTION OF THE BHFTieS) 

i Office copies of employee annual leave and daily time recordings. 

. RECORD. SERIES FORMAT( S ) 
X LETTER SIZE O MICROFILM 

fLEGAL SIZE a COMPUTER TAPE 
BOUND BOOK O FLOPPY DISK 

J AUDIO TAPE D VIDEO TAPE 
1 OTHER(SPECIFY) 

B. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
O NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
a OTHER(SPEC 1 FY) 

VOLUME 

iFR" 

R X F I L E DRAWER(S) 
• MICROFILM REEL(S) 
a COMPUTER TAPE(S) 
J5X°THER( SPEC I FY ) 

I 0 , ANNUAL ACCUMULATION 
H X F I L E DRAWER(S) 

1 O MICROFILM REEL(S ) 
RTjUBTR" D COMPUTER TAPE ( S ) 

• QTHFB(SPFrirv| 4-
FILE IS USED 

•DAILY XX WEEKLY D MONTHLY 

1 . CURRENT LOCATION(S) (BLDG. .FLOOR, ROOM) 
. Arundel Center, 44 Calvert bt 
Annabolis, MD 21401 Rooms 415 and 2 

**• F I L E B E C O M E S INACTIVE A F T E R 
5 • M O N T H ( S ) H X Y E A R ( S ) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YEB, 8FECIFY /.OENCY OR OFFICE) 
) K Y E S D NO Finance-Payroll 

'. . ACCESS RESTRICTIONS • YES XXNO 
(IF YES, CITE LAw(a) A RBOULATION(B) 

16. AUDIT REQUIREMENTS 
D NONE BXSTATE XM FEDERAL INDEPENDENT 

. IS AN.INDEX SYSTEM USEDt ( |p YEB•BXFLAIN 
BRIEFLY AKD DESCRIBE ANY HARDWARE/ SOFTWARE ) 

! • ! 
D YES ! XX NO 

IB. RECOMMENDED RETENTION 
2 Years in Office -.Room 415 
3 Years in Records Center,;-theri jdestroy 

NAME AND TITLE O F PREPARER 
Frank C. Rauch 
Executive Assistant 

20. T E L E P H O N E N U M B E R 
(301) 222-1319 

2 f . D A T E 

DGS SB 0-4 (REVISED 2/S7) 



y*flQNS--TYPE OR P R I N T A 
J^KTE FORM FOR EACH NEW OR 

J^ECO RECORD SERIES. FORWARD 
JJH RECORDS RETENTION SCHEDULE 
Wfi BBO-I ) 

DEPARTMENT OF CENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

72 71 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 

^ A G E N C Y R E C O R D S " I N V E N T O R Y | 
y*flQNS--TYPE OR P R I N T A 

J^KTE FORM FOR EACH NEW OR 
J^ECO RECORD SERIES. FORWARD 
JJH RECORDS RETENTION SCHEDULE 
Wfi BBO-I ) 

DEPARTMENT OF CENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

72 71 WATERLOO ROAD 
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. DEPARTMENT/AGENCY 
Anne Arundel County 

2. DIVISION 
Office of Manpower 

J. UNIT 

CF IN IT ION-RECORD SERIES-* OF IWLATBD RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES •_ 

RECORD SERIES TITLE 
GENERAL ACCOUNTING RECORDS B. EARLIEST YEAR/LATEST YEAR 

1981 TO 1990 

RECORD SERIES DESCRIPTION JBWI,t''l-Y DESCRIBE THE TYPES O F IN FORMAT I ON/DOCUMENTS j FORMS FOUND 
1 -IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPTtESI 
I 

j Office copies of expense reports, bills, invoices, purchase orders. 

. RECORD SERIES FORMAT( S) 
X LETTER SIZE • MICROFILM 

i fLEGAL SIZE a COMPUTER TAPE 
BOUND BOOK ° FLOPPY DISK 

) AUDIO TAPE • VIDEO TAPE 
> OTHERI SPEC IFY) 

RECORD SERIES SEQUENCE 

^ A L P H A B E T I C A L 

XR NUMERICAL 

• CHRONOLOGICAL. 

• GEOGRAPHICAL. 
• OTHER(SPECIFY J 

VOLUME 

6 
NUMBER 

XX FILE DRAWER(S) 
a MICROFILM REEL(S ) 
D COMPUTER TAPE(S) 
XX OTHER(SPEC I FY) 

Box 
10. ANNUAL ACCUMULATION 

X X FILE DRAWER(S) 
1 a MICROFILM REEL(S ) 

NUMBER A COMPUTER TAPE ( S) 
. • OTHPRI SPFrl FY ) 

FILE IS USED 
O DAILY )©£ WEEKLY D MONTHLY 

CURRENT LOCATION(E!) (BLOC. .FLOOR.ROOM) 
Arundel Center, 44 Calvert St 
Annapolis, MD 21401 Rooms 415 and 2 

1 1 • FILE BECOMES INACTIVE AFTER 
5 • MOUTH(s) MXYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(iF YES, SPECIFY AOENCY OR OFFICE) 
Sxres • NO Finance 

!. ACCESS RESTRICTIONS • YES X K N O 
(IF YEB, CITE L A W ( s ) * RBCIULAT I ON ( S ) 

16. AUDIT REQUIREMENTS 

O NONE BXSTATE X H FEDERAL X X INDEPENDENT 

IS AN INDEX SYSTEM USED T ( | p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

1 • ! 
a YES '> XX N O 
! I 

It. RECOMMENDED RETENTION 
2 Years in Office - Room 415 
3 Years in Records Center, then destroy 

». NAME AND TITLE 
Frank C. Rauch 
Executive Assistant 

OF PREPARER 20. TELEPHONE NUMBER 
(301) 222-1319 

2 t. DATE 

DOS SB 0-4 (REVISED 2/87) 



>5F IONS--TYPE OR PRINT A 
JJKTK FORM FOR EACH NEW OR 

^ I S E D RECORD SERIES. FORWARD 
|TH RECORDS RETENTION SCHEDULE 
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DEPARTMENT OF GENERAL SERVICES 
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. DEPARTMENT/AGENCY 
Anne Arundel County 

2. DIVISION 
Office of Manpower 

S. UNIT 

^F IN ITION-RECORD SERIES-* 0 " 0 W ° R DELATED RKCORDB NORMALLY PILKO AND UBKD AS A UNIT FOR 
REFERENCE AS I E U AS RETENTION AND DISPOSITION PURPOSES 

. RECORD SERIES TITLE 
CONTRACT PROPOSALS (RFP'S) 

B. EARLIEST YEAR/LATEST YEAR 
1981 TO 1990 

RECORD SERIES DESCRIPTION J , M ' L"' L- V DESCRIBE THE TYPES O F INFORMATION/DOCUMENTS/FORMS FOUND 
I IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK IRFICS] 
I 

j All correspondence dealing with annual requests for proposals. General 
j correspondence, acknowledgements, grading sheets, acceptance or rejection letters, 
; negotiation procedings. 

. R E C O R D S E R I E S F O R M A T ( S ) 8 . R E C O R D S E R I E S S E Q U E N C E 8. V O L U M E 

X L E T T E R S I Z E ° M I C R O F I L M ^ A L P H A B E T I C A L H X ^ I L E D R A W E R ( S ) 
1 o O M I C R O F I L M R E E L ( S ) 

^ L E G A L S I Z E Q C O M P U T E R T A P E • N U M E R I C A L J n C O M P U T E R T A P E ( S ) 

^ ^ O U N D B O O K ° F L O P P Y D I S K • C H R O N O L O G I C A L 5 ? X S T H E R I E P E C 1 N R ' 
Box 

1 A U D I O T A P E D V I D E O T A P E 

' O T H E R ( S P E C I F Y ) 

! 

• G E O G R A P H I C A L 

XX O T H E R ( S P E C 1FY) 

By Training Category 

10. A N N U A L A C C U M U L A T I O N 
R X F I L E D R A W E R ( S ) 

^ D M I C R O F I L M R E E L ( S ) 
RTJirctTr D C O M P U T E R T A P E ( S ) 

D QTHFRlRPFrltVl 

10. A N N U A L A C C U M U L A T I O N 
R X F I L E D R A W E R ( S ) 

^ D M I C R O F I L M R E E L ( S ) 
RTJirctTr D C O M P U T E R T A P E ( S ) 

D QTHFRlRPFrltVl 

* F I L E IS U S E D 
a D A I L Y W E E K L Y O M O N T H L Y 

1 1 • F I L E B E C O M E S INACTIVE A F T E R ! 
5 • M O N T H ( S ) S X Y E A R ( B ) 

1. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 
Arundel Center, 44 Calvert St 
Annapolis, MD 21401 Rooms 415 and 2 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF Y E B , SPECIFY AOENCY OR OFFICE) j 
D Y E S $ ( N O j 

i. A C C E S S R E S T R I C T I O N S • Y E S X X N O 
(IF YES, CITK LAW(S) S> RKOULATION(B) 

i 1 

16. A U D I T R E Q U I R E M E N T S 

O N O N E B X S T A T E XM F E D E R A L ^ ( . I N D E P E N D E N T ! 

'. IS A N . I N D E X S Y S T E M U S E D T ( | p YES.EXPLAIN 
BRIEFLY AKD DESCRIBE ANY HARDWARE./ SOFTWARE ) 

! • ! 
D Y E S ! XX N O 
! i 

I 
t 

IB. R E C O M M E N D E D R E T E N T I O N ) \ 
2 Years in Office - Room 415 . r* : | 
3 Years in Records Center, then destroy | 

> 

; 
; - ! 

'. N A M E A N D T I T L E O F P R E P A R E R 
Frank C. Rauch 
Executive Assistant 

20. T E L E P H O N E N U M B E R 
( 3 0 1 ) 222-1319 

2 1 . D A T E , 

I 

D C S SB 0-4 ( R E V I S E D 2/87) 


